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DISPOSE OF PRESENT ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATED -x x ESTABLISH DISPOSITION STANDARD; 

RECORD WILL CONTINUE TO ACCUMULATE. 

-_- ___~~~~- 
' *  What i s  t h e  func t ion 'o f  t h e ,  o f f i c e  i n  which t h i s  record series i s  created? 

I 

The I n t e r n a l  A u d i t  u n i t  i s  responsib le  t o  review and r e p o r t  on the  general and f i b ld  
o f f i c e s '  compliance w i th  p o l i c i e s  and procedures es tab l i shed by the  O f f i c e  o f  Admin i s t ra t i ve  
Servides,; 

L 

~ __ ___ - -~ __ ~~ ~ ~~ 

1. This f i l e  contains  t h e  following documents, ( include form numbers and t i t l e s ,  if my, 
and f i l e  arrangement). ~ , 

' 

', 

Documents r e l a t i n g  to :  conduct ing and r e p o r t i n g  the  r e s u l t s  o f  a u d i t s  o f  t he  general 
and f i e l d  o f f i c e s .  

Inc luded are: I n t e r n a l  Aud i t  Reports, .correspondence memorandums , t r i p  i n t i n e r a r i e s  y:~. 
- work sheets and draf ts ,  and a l l  o the r  m a t e r i a l  r e l a t e d  t o  conducting arid 

r e p o r t i n g  on i n t e r n a l  audit,s. . ,  
! 

.F i l e  i s  w r m y d :  chr rJn? lcq ica l l y  by f iscal, ,year,;  thereunder + -  a l p h a b e t i c a l l y  by a c t i v f t y .  
, .  ,, ; . . , . ~ .  ~ 

. .  
.~ , 

, ;  
. ,  . ,  . _ ~ .  
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 YES^- Na4 QUESTIONNAIRE ?lac.  an "." i n  t h .  c o l u m n  I f  .~.WCI I .  " Y L S . ' '  p1en.r  e . p i . i n  * . s ',S 

13. Is t h i s  t h e  Record Go y of t h e  series? ,i [ X I  r 1 

14. Is the re  a dupl ica t ion  o f  t h i s '  series i n  another of f ice  o r  agency? .. !' ' 1 [ X I  
1 [ X I  

16. Does t h e  series contain c l a s s i f i e d  i n f o m a t i o n  r e q u i r i n g ~  - .  secu r i ty  hanaling? [ .I [ X I  

17. Does t h e  series i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? [ X I '  [ I 

' ,  B 
i .  
! 1 5 .  Is the  information contained $n t h i s  series ever  s.pmarized o r  published? 

Attach copy of  summary o r  publ ica t ion .  

. , .  . .  

18. Could t he  funct ion be performed i f  t h e  f i l es  were l o s t  or destroyed? [ X I  3 

19. Is t h e  series ( o r  major por t ion  of it) regu la r ly  microfilmed? If yes ,  why? [ 1 [ X I  

20. Does the record serie? provide data as input  t o  a n  EDP f i l e?  I 1 [XI 

21. Does the  record series contain documentation produced as. EDP pr in tou t?  [ 1 [ X I  
22. Has t h e  Federal  Government i ssued  in s t ruc t ions  governi,ng t h e  retent ion/dispo-  

s i t i o n  of t hese  f i l e s?  
. [ 3 [ x] 

- 
2 ,  

23. W i l l . t h e r e  be a need f o r  t hese  records .10 ,  15 yea r s  from now? If  yes ,  what? - r -  ' Y I  1x1 ---- ~~ . ~ - ~  I_- -~ . - _ _ _ ~  

24. REQUIREMENTS. The following requires  t h e  f i l e s  t o  be kep t  (see below) :~ 

a. [ ]STATE b. [ ISTATWE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  mDMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(C i t e  Law, S t a t u t e ,  o r  other  reason for  t he  re t en t ion  requirement) 

--- -_-___---r_- - 
2 5 .  AGENCY ~ C O M N D A T I O N S .  This agency recommends t h a t  the  f i l e  series be cu t  o f f  at the end 

of each -[]CALENDAR YEAR -[]FISCAL Y&AR -[qOTHER - , then : 

[ 1 Hold i n  t h e  cur ren t  f i les  area ' month(s)/  year(s): 
[ 1 Transfer  t o  [ 3 S t a t e  Records Center [ 1 Local Holding Area; hold y e a d s ) :  
[ ] Destroy. 9 

[ ] Transfer  t o  State  Archives f o r  permanent r e t en t ion .  
[ ] Destroy immediately af ter  cut-off.  
[X# Other: (Specify)  A. Internal Audit  Report File: 

fol 1 QW-up a u d i t  on faci  1 i ty" i s  completed ; place superseded a u d i t  
report i n  inactive f i l e ;  cut off inactive f i l e  each f i sca l  year; 

Retain i n  current f i les  area U n t i l  

i s  destroy inactive f i l e .  Q $ *HA* + *  
B .  Internal Aud i t  Office Administrative File: C u t  off  file'feach 

f i sca l  year; hold i n  current f i l e s  area 1 year$ t ransfer  t o  
State Records Center; hold  1 year; then destroy. 



M r .  Marvin Massey 
270 Washington St ree t ,  S.W. ___- 
A t 1  anta , Georgia 30334 

7 . A L I I O N  R E Q U E S T E D  
E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  O F  P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D .  

8 .Earliest  & Latest 19. Ex&t Series T i t l e  D a t e s  of Series 

I __- 1970-date INTERNAL AUDIT REPORT FILE --- -- 
"What i s  the func t ion  of the of f ice  i n  which t h i s  record series is created? 

The O f f i c e  o f  Admin is t ra t i ve  Services provides c e n t r a l i z e d  admin is t ra t i ve  services 
f o r  the  Department i n  the  areas o f  accounting, personnel, and general services which 
includes budgeting, purchasing, p roper ty  con t ro l  , records management, and general 
o f f i c e  services. 

l_l______ I _ . ~  -- 
:ng documents (include form numbers and t i t l e s ,  i f  anY, . - 

and f i l e  
L 9 I -- 

+ r  
c ing  - prodidures i R  the'&<;al, 

d' c 1 
and fmjous a d m i n i z r a t i v e  

-. 

~ . .  
F i  l e  i s  arranged: t;j f i sc31 ;w i - ; ti: 'I- a lphabe t i ca l l y  by u n i t  o f  o r i g i n .  

ATTACH SAMPLES OF THE FILE 

A I I U A L  M A T I  O? LCCUMULITIOW 

A V E R A G E  D A I L I  R l i l M L l C l l  



13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  
I 

I 
1 4 .  Is t h e r e  a dupl ica t ion  ok t h i s  s e r i e s  i n  another o f f i c e  o r  agency? .. F, 

I ,  
! 15. Is  t h e  information contained i n  th i s  s e r i e s  ever swpnarized or published? 

16. Does t h e  ser ieg  contain c l a s s i f i e d  information' requi r ing  secu r i ty  handling? 

17. Does the s e r i e s  i n i t i a t e ,  amend o r  terminate  agency po l i c i e s  and procedures? 

18. Could the  function be performed i f  the f i les  were l o s t  o r  destroyed? 

19. Is the series ( o r  major por t ion  of i t )  regular ly  microfilmed? If yes ,  why? 

20. Does the  record s e r i e s  ,provide data as input  t o  an EDP f i l e?  

21. Does t h e  record series contain documentation produced as EDP pr in tout?  

22. Has t h e  Federal Government issued ins t ruc t ions  governing the  retent ion/dispo-  

23. W i l l  t h e r e  be a need f o r  these  records 10, 1 5  years from now? If yes'. what? 

Some information i n  this ser ies  is  used t o  prepare the State audit report. 

s i t i o n  of these f i l e s ?  

24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept- ears  : 

a. [ ]STATE b .  [ ]STATUTE OF c .  k]AUDIT ,d .  [ ]FEDERAL e .  0(]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

/ r i f e  T e r n > > .  S t n t w f o  nrr n+hon nononM, Cnn + h A  nn+nm+.:-- nnrr..r'M---.-~' i 
!. 

(see be1 ow) 
{ . .  

2 5 . T G N C Y  R E C O M N b m N T ~  This agency recommends t h a t  the  f i l e  s e r i e s  be c u t ~ o f f  a t  t h e  end 

I, 

.__ ~ 
~~~~~ ~ - ~~. I__ -~ __ ~ _ _ _ ~ ~ ~  

,then ; 'I; of each ~ ~~ -[]CALENDAR YEAR -k]FISCAL YEAR -[]OTHER " 

Mold : i n  CFA 2 ,  years dr  
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Budit and internal a u d i c  proc&f-es 

are c6mpletefl,-whichever 2s later; Then destroy.: 
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Record series mustbe retained u n t i l  both the State audit and in'teraal audit proced&es 
are completed. 

( Indica te  brief ly  ra t ionale  for recomnendations above/or write addi t ional  remarks )  : 
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